WORD 2007 PD Miscellaneous Tips Task13

Office Button

Disable the Mini Toolbar

From the Office button, click the Word Options button.

‘Word Options
Popular - i ;
_E Change the most popular options in Word,
Display
Praofing Top options for working with Word
Save ¥t Show Mini Toolbar on selection
X ¥ “Enable Live Preview
Advanoed
Show Developer tab in the Ribbon

Customize [ Open e-mail attachments in Full Screen Reading view
Add.Inz Color scheme: | Blue Z|
Trust Center SpeenTip style: | Show Teature descriptions in ScreenTips IZI
Resources Personalize your copy of Microsoft Otfice

User name:

Initials:

Choose the languages you want to use with Microsoft Office: Language Settings..,

From the Word Options dialog box displayed, click Popular in the left
column.

Deselect the "Show Mini Toolbar on selection” option.

Click OK button.

If you want the mini toolbar to reappear again, select the "Show Mini
Toolbar on selection” option again from the Word Options dialog box.



